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OFFICE OF SECRETARY OF STATE 

DEPARTMENT OF *RcAIyEs & HlsToRY 
1 I' -ATE Application for 

OF 
GEORGIA RECORDS DISPOSITION STANDARD REM)RDS MANAGEhiEXT D W O N  

1. Application Date 

2 Agerw Application No. 

17 
MS'IEUCTIONS: See separate bEtIoetions for mmpletion Ot FOR RECORD8 AIA?VAGEMENT DIVISION USE 

fmnt and revems of tbii fmm. S i m  original- and hro copies Date ReeeiFed Application No. Date cnmpleted 

and f-ad 0 Department of Archives and Histon, Attention: 

Records M-gement Weer. 
' '973 7335' R B  2 7 1973 

8. Earliest & Latest Dates of Series 9. Exact Series Title 
January, 1971-Present Executive Center subjsct  F i les  

0. What is the function of the office in which this record series is created 

and administration of the o f f i c i a l  residence of the  Governor of Georgia. 
s i t e  of apumber of o f f i c i a l  and semi-official functions and i s  available t o  the  people 
of Georgia during cer ta in  hours for  public visits and meetings. 
include 1) dai ly  operation of the  mansion and grounds and supervision of Center staff 
2)  management of correspondence 3 )  scheduling and execution of a c t i v i t i e s  of t he  Governor's 
family and soc ia l  events at the Mansion 4) scheduling and supervision of public events a t  t he  
mansion (meetings, tours ,  special  functions a t  €he mmsion and on the grounds). 

These-fi les accumulate i n  the Executive Center which i s  responsible for the  management 
The Center i s  the 

Act iv i t ies  of the Center 

3. AGEXCY. m m ,  SuEdisisiom & Mrninishing Wice M a r  

Office of t he  Governor 
Executive Center 
391 West Paces Ferry Road, N.W. 
A t l a n t a ,  Georgia 30305 

1. This file contains the following documents (include form numbers and titles, i f  any, and file arrangement): 

4. Person to w t a c t  

Mrs. Madeline MacBean 
workhg Title 6 Tel. No. 

Jpecial  Assistant 261-1776 

SEE SEPARATE SERIES DESCRIPTION AND DISPOSITION RECOMMZIDATIONS 



. -. - YES QUESTlONNAlRE Place an 'Y' in tbe Pmper eolnmn If answer is "YES," pleare explain 

13. Is this the Record Copy of the series? c 1  

c 1  14. Is there a duplication of this series in another office or agency? 

15. Is the information contained in this series ever summarized or published? Attach copy of summary or publication. 

16. 

3 

Does the series contain classified information requiring security hanuling? c 1  

17. Does the series initiate, amend or terminate agency policies and procedures? 

18. Could the function be performed if the files were lost or destroyed? 

[ I  

c 1  

19. Is the series (or major portion of it) regularly microfilmed? If  yes, why? 

!O. Does the record series provide data as input to an EDP file? 

!1. Does the record series contain documentation produced as EDP printout? 

Q. Has the Federal Government issued instructions governing retentionldisposition of these files? 

[ I  

c 1  

[ I  

c 1  
~ - 

!3. Wi l l  there be a need for these records 10, 15 years from now? If yes, what? t~ 1 

NO 

c i  
[ I  

c 1  

c 1  

c 1  

[ I  

[ I  

c 1  

[ I  

[ I  

[ I  
7 

!4. REQUIREMENTS. The following requires the files to be kept -~ -years: : 

a. [ 1 STATE b. [ ] STATUTE OF c. [ ] AUDIT d. [ ] FEDERAL e. [ ] ADMINISTRATIVE f. [ ] HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute, or other reason for the retention requirement) 

6. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 
-[ ] CALENDAR YEAR -[ ] FISCAL YEAR -[ 3 Other then: 

[ ] Hold in the current files area m o n t h ( s ) l L - L  yeads): 
[ ] Transfer to [ ] State Records Center [ ] Local Holding Area; hold year(s1: 

[ ] Transfer to State Archives for permanent retention. 
[ ] Destroy immediately after cut-off. 
[ 3 Other: (Specify) 

[ ] Destroy. 

~~ ~ ~~ ~~ 

(Indicate briefly rationale for recommendations abovelor write 

.. I 

Attach Samples of the Series Record6 mnagement officer Date 

25 are 



L .  - 
Description 

MECUTIVE CENTER SUBTECT FILEs(1971 
This se r i e s  contains documents 

r e l a t ing  t o  the  ac t iv i ty  schedules of 
t he  Governor and h i s  family and the 
operation of t he  Executive Center. 

t o  plans of events, mailing lists, schedules, 
of a c t i v i t i e s  of t he  Governor and his 
f a m i l y ,  inv i ta t ions  and re la ted  corres- 
pondence, requests f o r  interviews, memos 
concerning appointments and interviews 
requested by telephone, Executive Center 
procedures and inventories. Related 
materials NOT i n  t h i s  s e r i e s  are  
Appointment Books, Center Security Book, 
and Center Entertainment Card F i l e  
which gives detai led plans of any 
event taking place at the  Center. 

The ser ies  i s  arranged i n  sections: 
G&eral Correspondence, alphabetically 
by County and thereaf te r  alphabetically 
by surname of correspondent; Subject, 
by act ivi ty/subject  (entertaining, general, 
Reference) and thereaf te r  alphabetically 
by subject/name of occasion. 

- to' Date ) 

The se r i e s  includes, but i s  not l imited 

- 
Executive Center Standard 

Disposition 

Cut off at the  end of t he  calendar 
year; hold i n  the Current 
F i l e s  Area u n t i l  end of term 
of Governor; r e t i r e  t o  State  
Archives. Earlier disposit ion 
i s  authorized. 


